
 

 

   

Avaya 9611 Phone Training 



Logging Into Phone 
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Softkeys and Navigation Arrows 



Using the Phone Button 
 

Press the Phone 
button anytime to 
return to the main 
phone screen to view 
and manage your 
calls. 



Preventing the other person on the line from hearing 

you: 

 

  Press the Mute 

button. The other 

party cannot hear 

you.  

  To reinstate two-

way conversation, 

press the Mute 

button again. 

  The Mute button 

lights when your call 

is muted. 

 



Headset On/Off Button 



Volume Button 

Press the volume 
button to adjust 
the volume of the 
handset, headset, 
speaker or ringer. 



MESSAGE WAITING INDICATOR 

 

If you have 
messages in your 
Avaya Voice Mailbox, 
the light on the top 
right corner of your 
telephone will light 
solid red.  In addition, 
the Messages button 
will also be lit.  Once 
you listen to your 
messages, the lights 
will turn off. 



How to add contacts 

Press the contact button: 



Then press on new to add someone to your contacts. 
 



Property Officer Responsibilities 



You can put more than one contact number. 



How to add contacts 

Press the contact button: 
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Press on home button to change settings on phone. 
 



Press on Options & Settings. 
 



 Assign speed dial entries 
 



Click on assign 



Press to choose a name and then press select. 



Here you can see the person added. 



Assign Favorites Entries. 

Click on home button: 



Click on options & settings 

 
 

 

 
 

 



Assign Favorites Entries. 



Click on contacts. 

 
 

 

 
 

 



Select Your Contact 



Favorites Entries will show on your name screen. 

 
 

 

 
 

 



Logging out of the phone. 

 
 

 

 
 

 



Click on yes if you want to log out. 
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